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Pursuant to Article VII Section I (b) of the California Constitution, State civil service 
appointments and promotions are to be made under a “general system based on merit 
ascertained by competitive examinations.”  The State Personnel Board (SPB) is 
charged with oversight of the State civil service employment system including the 
examination and hiring processes.  The oversight function includes the responsibility to 
audit departmental examination processes when cause is found to believe that a 
department has not administered their examinations in accordance with the applicable 
laws, rules, policies and procedures.   

The State Personnel Board’s (SPB) Appeals Division received multiple appeals 
regarding the Fire Fighter examination processes conducted by the Department of 
Mental Health (DMH) and a complaint regarding exam confidentiality for the Fire 
Captain examination. In response, the SPB’s Merit Operations Division (MOD) 
conducted a thorough review of the job analysis and exam materials for these 
processes. This review revealed several deviations from accepted professional 
standards and legal requirements for the development and validation of these and 
other examinations administered within the State of California civil service. The SPB 
MOD is recommending to revoke testing delegation from the Coalinga Human 
Resources satellite office. DMH headquarters will assume responsibility for all testing 
processes during this probationary period. SPB MOD will conduct random audits and 
provide oversight to DMH until full compliance with SPB laws, rules and regulations 
are met.     

On April 2011 the SPB began conducting an audit of DMH’s job analyses and 
examination processes at both Department of Mental Health Coalinga and 
Headquarters locations to ensure adherence to the rules and regulations of the SPB, 
statutory authority for civil service examinations, and the guidelines set forth in 
Government Code Section 19052 (See Appendix A: Government Code, Sections 
19052, 18930, & 18934; See Appendix B: List of Job Analysis and Exam Projects 
Audited).  

The audit results have been compiled into the present report and organized into the 
following categories:  Job Analysis, Exam Development, and Exam Processing and 
Administration.   

  

INTRODUCTION 
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JOB ANALYSIS 
 
California state law requires that all civil service examinations be job-related (See 
Government Code § 18930 in Appendix A: Government Codes, Sections 19052, 
18930, & 18934). In order to meet this requirement, all California State departments 
have been mandated by the SPB Rule 50 (See Appendix C: SPB Rule 50 & 250) to 
conduct a job analysis for each classification in order to ensure the establishment of 
associated job-related and content-valid selection procedures. 
 
The federal Uniform Guidelines on Employee Selection Procedures (See Appendix D: 
SPB Summary of Uniform Guidelines) specify that a selection procedure can be 
supported by a content valid strategy to the extent that it is a representative sample of 
the content of the job. This is demonstrated through the establishment of a clear 
relationship between the selection procedure and the requirements for successful job 
performance in the classification the procedure is used. 
 
Violations 
 
Job Analysis Information/Report (Uniform Guidelines 15C 3, SPB Rule 50 – Merit 
Selection Manual Section 2200, SPB Rule 250).   
 
Pursuant to SPB Rule 50, a job analysis must be performed before any examination is 
administered for a classification.  Evidence of this process should be documented to 
provide a justification for testing specific knowledge, skills, abilities, and personal 
characteristics (KSAPCs).  All job analyses should be current prior to every exam 
administration.   
 
The following project files did not include job analysis information or supporting 
documentation: 
 

 Clinical Social Worker (Continuous) 

 Cook Specialist I (Exam Date: November 2009) 

 Automotive Equipment Operator I (Exam Date: November 2009) 

 Chief Physician and Surgeon (Exam Date: July 2009) 

 Catholic Chaplin (Continuous) 

 Psychiatric Technician (Safety; Exam Date: February 2009) 

 Materials and Stores Supervisor (Exam Date: February 2011) 
 
To comply with State and SPB regulations and guidelines, the MOD recommends the 
following correction to DMH practices: 
 

 Job analysis information should be collected and properly documented for 
each exam that is administered.   
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Job Analysis Methods (Uniform Guidelines 15C 3, SPB Rule 50 – Merit Selection 
Manual Section 2200, SPB Rule 250).   
 
The job analysis methodology should be documented to demonstrate the steps used 
in the job analysis process.  Reported methods should describe:  subject-matter-expert 
(SME) involvement, how information was gathered, how tasks and KSAPCs were 
developed, reviewed, and approved, survey methods, and task/KSAPC linking 
methods.  
 
The process of collecting and reviewing job analysis data was not included in several 
project files.  As a result, SPB was unable to determine whether job analysis 
procedures were properly followed.  
 
The following audited project files did not include job analysis study methodology 
information or supporting documentation: 
 

 Fire Fighter (JA Date: October 2008)  

 Fire Chief (JA Date: December 2010) 

 Clinical Social Worker (Continuous) 

 Supervising Rehabilitation Therapist (JA Dates: November 2007, January 2010)  

 Barbershop Manager (JA Date: February 2010) 

 Correctional Case Records Analyst (JA Dates: August 2006, November 2009) 

 Chief Engineer (JA Date: December 2007) 

 Fire Chief (JA Date: December 2010) 

 Chief, Central Program Services (JA Date: January 2009)  

 Patient Benefit Insurance Officer I (JA Date: February 2007) 

 Hospital Police Sergeant (JA Date: February 2009) 
 
To comply with State and SPB regulations and guidelines, the MOD recommends the 
following correction to DMH practices: 
 

 The job analysis study methodology should be properly documented and 
included in the job analysis report.  The job analysis report should be stored 
in the project file. 
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Survey Administration: (Uniform Guidelines 14C 4 and 15C 3, SPB Rule 50 – Merit 
Selection Manual Section 2200).  
 
When collecting job analysis data the department must survey a representative 
sample of incumbents and supervisors.   
 
The following job analyses did not include incumbents in the study:  
 

 Patient Benefit Insurance Officer I (JA Date: February 2007) 

 Chief Engineer I (JA Date: December 2007) 

 Case Records Analyst (JA Date: 2009) 

 Supervising Rehabilitation Therapist (JA Date: January 2010)  

 
Several DMH job analysis studies did not provide the information necessary to identify 
proper sampling and representation of the classification.  MOD was unable to 
determine whether an adequate sample was obtained for the following classifications:  
 

 Patient Benefit Insurance Officer I (JA Date: February 2007) 

 Barber Shop Manager (JA Date: February 2010) 

 Chief Engineer I (JA Date: December 2007) 

 Fire Chief (JA Date: December 2010) 

 Hospital Police Sergeant (JA Date: February 2009) 
 
To comply with State and SPB regulations and guidelines, the MOD recommends the 
following corrections to DMH practices: 
 

 Survey a representative sample of incumbents for all job analysis studies, in 
accordance with the sampling guidelines set forth in the SPB Selection 
Analyst Training Series: Job Analysis class.  A summary of appropriate 
sampling criteria in the job analysis training manual is presented in the table 
below. 

 
Number of Incumbents Job Analysis Questionnaire 

1 – 30 100% 

31 – 50 75% 

51 - 200 50% 

201 & over 25% - 50% 

 
 Utilize incumbents in the specific classification to evaluate the criticality of 

job analysis components.  The job analysis should not rely solely on data 
provided by individuals outside of the classification. 
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Job Analysis Rating Criteria: (Uniform Guidelines 14C 4 and 15C 3, SPB Rule 50 – 
Merit Selection Manual Section 2200).  
 
The job analysis process should assess the importance of tasks and KSAPCs.  
Additionally, the KSAPCs should be assessed as to whether they are required first day 
on the job (i.e. expected at entry).    
 
All job analyses audited at DMH did not evaluate the importance of KSAPCs (See 
Appendix E: Chief Engineer, December 2007). 
 
To comply with State and SPB regulations and guidelines, the MOD recommends the 
following correction to DMH practices: 

 
 When rating KSAPCs, assess their importance. SPB utilizes the following 

scales to assess the “importance” of each KSAPC and whether they are 
“expected at entry” to the job. 

 

IMPORTANCE: How important is this KSAPC to successful job 
performance?  
0 = Does Not Apply 
1 = Moderately Important 
2 = Important 
3 = Very Important 
4 = Critical 

 
 

EXPECTED AT ENTRY:  When is a person expected to have 
this KSAPC?  Is it required before being hired or do they learn it 
on the job?   
0 = Not Needed 
1 = Needed 
2 = Essential 

 
 

RELATIONSHIP TO JOB PERFORMANCE:  Does possession 
of more of this KSAPC beyond minimum requirements lead to 
better job performance?  
0 = No Observable Relationship 
1 = Observable Relationship 
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Data Analysis – Cutoff Scores: (Uniform Guidelines 14C 4 and 15C 3, SPB Rule 50 
– Merit Selection Manual Section 2200).  
 
When analyzing job analysis data to determine whether to retain tasks and KSAPCs in 
the final job analysis, differentiate critical/important tasks and KSAPCs from noncritical 
or unimportant ones by using numerical cutoff values that are directly tied to job 
analysis rating scales.   
 
Numerical cutoff values must be set at a level that corresponds to “important” for job 
performance (See Appendix D: SPB Summary of Uniform Guidelines).   
 

IMPORTANCE: How important is this KSAPC to successful job 
performance?  
0 = Does Not Apply 
1 = Moderately Important 
2 = Important 
3 = Very Important 
4 = Critical 

In the above table, the cutoff value corresponds to “important”, or a numerical 
value of 2. 

 
For KSAPCs, an additional cutoff should be set to imply that the KSAPC is needed first 
day on the job.  This is done using the “Expected at Entry” scale.  All methods should 
be clearly described within the job analysis report. 
 

EXPECTED AT ENTRY:  When is a person expected to have 
this KSAPC?  Is it required before being hired or do they learn it 
on the job?   
0 = Not Needed 
1 = Needed 
2 = Essential 

In the above table, the cutoff value corresponds to “needed”, or a numerical 
value of 1. 

 
DMH provided no cut off methodology for the majority of the classifications audited.   
 
To comply with State and SPB regulations and guidelines, the MOD recommends the 
following correction to DMH practices: 

 
 When determining essential job components for a classification, cutoff 

criteria should be set to correspond with “Important” for tasks, and 
“Important” and “Expected at Entry” for KSAPCS.  Document the cut-off 
methodology and provide an explanation of the analysis in the job analysis 
report. 
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Additional Areas of Concern 
 
Task and KSAPC Development: (Uniform Guidelines 14C 4 and 15C 3, State 
Personnel Board Rule 50 – Merit Selection Manual Section 2200). 
 
While there are multiple ways to develop tasks, the minimum requirement is to 
describe the observable behaviors and work products.  KSAPC statements should be 
clearly defined so that they are understood by any reader with minimal ambiguity or 
confusion. The SPB job analysis training manual provides instructions and guidance 
on proper task and KSAPC development.   
 
The level of quality of tasks and KSAPCs within several DMH job analyses was 
inconsistent.  In several DMH reports, the tasks were minimal and sparse, and did not 
clearly describe observable behaviors or work products.  KSAPCs were also minimal 
and sparse, and did not clearly define the competency required for the position.  These 
include: 
 

 Fire Fighter (JA Date: October 2008)  

 Fire Chief (JA Date: December 2010) 

 Supervising Rehabilitation Therapist (JA Dates: November 2007, January 2010)  

 Barbershop Manager (JA Date: February 2010) 

 Correctional Case Records Analyst (JA Dates: August 2006, November 2009) 

 Chief Engineer (JA Date: December 2007) 

 Chief, Central Program Services (JA Date: January 2009)  

 Patient Benefit Insurance Officer I (JA Date: February 2007) 

 Hospital Police Sergeant (JA Date: February 2009) 

The number of tasks and KSAPCs for individual classifications is suspected to be 
insufficient for capturing all the essential duties and job requirements.  All 
classifications audited contained between 10 to 20 tasks and 10 to 20 KSAPCs.  Most 
jobs will consist of 30 to 100 essential tasks and 30 to 100 KSAPCs. When job 
analyses have significantly fewer than this range, it is typically an indication that the 
job analysis is not comprehensive of the entire job, or that the statements are written 
so broad that they don’t capture individual components of the job.      

EXAM DEVELOPMENT  
 
The SPB is responsible for overseeing the State’s employment selection system, 
including testing and examination processes conducted on both centralized and 
decentralized bases, as well as ensuring that departmental testing activities result in 
merit- and fitness-based job-related selection decisions in civil service (Government 
Codes 18930 &19052).  
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Violations 

Confidentiality of Exam Development Processes and Materials: (Government 
Code Section 8934, State Personnel Board Rule 50 – Merit Selection Manual Section 
2200, SPB Rule 250).  

Exam development meetings are conducted to draft, review, finalize, and approve all 
content for exam materials. All exam materials are confidential and should not be 
distributed in a manner that exam content can be compromised. Exam development 
should occur in a controlled setting, adhering to confidential exam security practices, 
including the signing of confidentiality agreements (See Code Section 18934 in 
Appendix A: Government Code, Sections 19052, 18930, & 18934).   A qualified exam 
analyst should actively participate in exam development to ensure the security, quality, 
and content validity of all exam components. 
 
There was a general pattern of inappropriate processes used for exam development 
activities, which could jeopardize the confidentiality of the exam. For example, instead 
of facilitating exam development meetings in a controlled setting for the Automotive 
Equipment Operator, 2009, Chief Engineer, 2008, Fire Chief, 2001 & 2005, DMH 
sent general instructions to SMEs via a memorandum requesting that they complete a 
confidentiality agreement. SMEs were then instructed to develop questions 
independently and mail them to the DMH exam analyst upon completion.  In other 
instances exam questions were emailed directly back to the analyst (See Appendix F: 
Exam Correspondence).  Projects implementing these practices include: 
 

 Patient Benefits and Insurance Officer I (Exam Date:  August 2010) 

 Chief Physician and Surgeon (Continuous) 

 Materials and Stores Supervisor (Exam Date: February 2011) 

 Cook Specialist I (Continuous) 
 
The following classifications audited did not contain security agreements within the 
project file: 
 

 Psychiatric Technician (Safety; Exam Date: February 2009) 

 Clinical Social Worker (Continuous) 

 Chaplain (Exam Date: Unknown) 
 
To comply with State and SPB regulations and guidelines, MOD recommends the 
following corrections to DMH practices: 
 

 Maintain strict confidentiality of all exam-related materials and exam 
development processes by having a qualified exam analyst proctor all 
activities involving the use of SMEs.  Do not send confidential exam 
materials electronically, or release exam materials to SMEs outside of a 
controlled setting.   
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 Ensure that all SMEs sign confidentiality agreements and that these 
agreements are stored in the exam file. 

Exam Item and KSAPC Linkages: (Uniform Guidelines 14C 4 and 15C 3, State 
Personnel Board Rule 50 – Merit Selection Manual section 2200, SPB Rule 250). 

In order to demonstrate the job-relatedness of every exam component, exam 
questions should have a direct and clear link back to the retained job analysis 
KSAPCs,  

For most exams at DMH, the job-relatedness of the exam was either not properly 
documented or  not clear.  Some exam components were linked to the knowledge and 
abilities posted on the exam bulletin rather than to the current job analysis. In other 
exams, such as the Patient Benefits and Insurance Officer I (Exam Date: August 
2010), the exam items were not tied to any KSAPCs at all.  Test items must link back 
to those KSAPCs within a completed job analysis to provide evidence of the job-
relatedness of the exam.  Questions must be written and supported on the basis of job 
analysis results.  

To comply with State and SPB regulations and guidelines, MOD recommends the 
following corrections to DMH practices: 

 Document and report the relationship between all exam materials and a 
current job analysis.  Link each exam item directly to the important and 
required at entry KSAPCs listed in the final job analysis report.  Linking 
exam items to knowledge and ability statements posted on the exam bulletin 
is not sufficient to demonstrate evidence of job-relatedness. 

 
Examination Validation Documentation: (Uniform Guidelines 15C 3, State Personnel 
Board Rule 50 – Merit Selection Manual Section 2200, SPB Rule 250). 
 
All exam development and validation activities demonstrating the job-relatedness and 
standardization of exams must be properly documented and reported.  Reports should 
include information regarding exam scoring models, development activities, pilot 
testing procedures, test item/KSAPC linkage, and pass point setting information.  
Additional information regarding SME participant demographics and SME 
classification/qualifications should also be included.  
 
For all exams audited, no validation reports were provided by DMH.  While some of 
the required information was present in the history file, there was no established 
procedure for how the exam information was collected, documented or stored. 
 
Exam files that did contain partial information did not clearly report the processes used 
to demonstrate the job-relatedness of the exam through test-item/KSAPC linking.  
Methods for establishing the final pass point were not reported.  SME demographics 
(e.g., classification, tenure, work location, scope of expertise, etc.) were not 
documented. Examples of  history files with limited information include: 
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 Psychiatric Technician (Safety; Exam Date: February 2009) 

 Patient Benefits and Insurance Officer I (Exam Date:  August 2010) 

 Chief Physician and Surgeon (Continuous) 

 Case Records Analyst (Exam Given: December 2010) 

 Barbershop Manager (Exam Date: December 2010) 

 Chief Engineer (Exam Date: December 2008) 

 Cook Specialist I (Continuous) 

 Clinical Social Worker (Continuous) 

 Hospital Police Sergeant (Exam Date: April 2010) 
 
To comply with State and SPB testing regulations and guidelines, the MOD 
recommends the following corrections to DMH practices: 
 

 Develop and utilize consistent validation reporting methods to clearly 
document exam development and validation activities. Include all necessary 
information outlined in the Uniform Guidelines on Employee Selection 
Procedures and the SPB Rule 50 – Merit Selection Manual (See Appendix I: 
Validity Verification Checklist). 

 
Additional Areas of Concern 
 
Exam development - Scoring Criteria: (State Personnel Board Rule 50 – Merit 
Selection Manual Section 1300, SPB Rule 250). 
 
Structured Interview scoring criteria must provide a descriptive rating system for 
scoring candidate responses. Such scoring criteria will typically distinguish between 
well qualified, qualified, and unqualified candidates.  Raters must be given sufficient 
information to properly score candidates in an unbiased and consistent fashion.   
 
Several exams contained scoring criteria that did not provide clear definitions of (as 
categorized in DMH exams) “not ready”, “satisfactory”, “well-qualified”, and “superior” 
rating categories.  Scoring criteria with such limited description cannot effectively 
differentiate between unqualified and qualified candidates.  Additionally, scoring 
criteria within categories was so narrow it would be difficult to differentiate between 
candidates in a fair and consistent manner.  The exams showed a pattern of over-
reliance on simply having the candidate list suggested responses rather than 
comprehensively demonstrate their knowledge or ability within a particular job domain. 
 
Several DMH projects included inappropriate scoring criteria: 
 

 Fire Chief (Exam Dates: 2001, 2005) 

 Clinical Social Worker (Continuous) 

 Patient Benefits and Insurance Officer I (Exam Date:  August 2010) 

 Chaplain (Exam Date: Unknown)  

 Case Records Analyst (Exam Given: December 2010) 
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 Chief Physician and Surgeon (Continuous) 

 Barbershop Manager (Exam Date: December 2010) 

 Materials and Stores Supervisor (Exam Date: February 2011) 

 Cook Specialist I (Continuous) 

 Hospital Police Sergeant (April 2010) 
 
Exam Item Development – Pass Points 
 
Pass points for oral exams have to be set at the baseline level, such that minimally 
qualified candidates would pass the exam.  In the case of DMH exams, this would 
correspond to a score of “satisfactory”.  
 
For the Chief Physician and Surgeon exam, the exam developers indicated that there 
was no “satisfactory” response to the question, limiting the scoring of candidates into 
“superior”, “well-qualified”, or “not ready” categories.  With the “satisfactory” scoring 
category eliminated, the minimally acceptable candidate score was not identified, 
resulting in an inappropriate pass point.   
 
Exam Item Development – Exam Length  
 
To reliably evaluate the competencies required for the job, MOD recommends having 
at least 8-10 structured interview questions.  
 
Every exam audited had fewer than the standard recommended number of questions: 
 

 Chaplain (Exam Date: Unknown): 5 questions 

 Materials and Store Supervisor (Exam Date: February 2011): 5 questions 

 Chief Physician and Surgeon (Continuous): 4 questions 

 Clinical Social Worker (Continuous): 5 questions 

 Chief Engineer (Exam Date: December 2008): 5 questions 

 Automotive Equipment Operator I (Exam Date: November 2009): 7 questions 

 Case Records Analyst (Exam Date: December 2010): 7 questions 

 Supervising Rehabilitation Therapist: 6 questions 

 Fire Fighter (Exam Date: April 2009): 7 questions 

 Chief, Central Program Services (Exam Date: April 2009): 7 questions 

 Psychiatric Technician (Safety; Exam Date: February 2009): 6 questions 

 Cook Specialist I (Continuous): 6 questions 

 Fire Chief (Exam Dates: 2001, 2005): 7 questions  

Exam Item Development - Pilot Testing 

In order to determine the clarity of instructions, establish the time limits that should be 
applied during instrument administration, and verify how well the exam identifies the 
most qualified applicants, examinations should be pilot tested using a sample of 
incumbents.   
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Pilot testing data was not provided for any of the DMH exams. 

 

EXAM PROCESSING AND ADMINISTRATION 
 
Examination Processing and Administration: (Government Code Section 19052). 
 
Exam processes and administration should adhere to the rules and regulations of the 
SPB, statutory authority for civil service examinations, and the guidelines set forth in 
Government Code Section 19052 (See Appendix A: Government Code, Sections 
19052, 18930, & 18934).  Exam processes should be properly documented and stored 
in a history file, including pertinent information such as exam bulletins, examination 
applications, scoring reports, final results, and bottom line hiring reports. 
 
The filing system used by DMH should be improved in terms of organization and 
accessibility. Job analysis reports were not systematically stored (e.g., alphabetically, 
by date). It was difficult for the MOD to locate many documents or files relevant to the 
audit. While many project folders were organized appropriately, several others were 
filed and stored unsystematically, and/or were located away from the central archive of 
projects.  
 
To comply with State and SPB testing regulations and guidelines, MOD recommends 
the following corrections to DMH practices: 
 

 Consolidate all job analysis reports, exams, validation reports, and pertinent 
documentation in a systematic manner based upon classification.   

 
 Adopt and adhere to consistent filing procedures to ensure accessibility and 

that appropriate and necessary information is documented. 
 

SUMMARY 
 
This study included the review of several DMH job analysis, exam development, and 
exam administration practices and procedures.  To ensure adherence to the laws and 
rules of the SPB, statutory authority for civil service examinations, and the guidelines 
set forth in Government Code Section 19052 (See Appendix A: Government Code, 
Sections 19052, 18930, & 18934), the MOD advises DMH to resolve the violations and 
implement the recommendations provided within this report.   

In order to assist DMH in the development of sound hiring practices, the MOD is 
requiring all selection analysts and exam managers at DMH headquarters and the 
Coalinga Human Resources office complete the Selection Analyst Training series 
provided by the SPB. Additionally, it is recommended that DMH become familiar with 
the SPB Job Analysis Manual, as this includes all the necessary information to 
conduct thorough job analyses.   
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Implementing the procedural changes described in this report will assist the Coalinga 
Human Resources office in regaining testing delegation. Documents providing 
guidance on exam development and validation, and filing procedures are attached in 
this report (See Appendix H: Exam Methodology, Appendix I: Validity Verification 
Checklist, and Appendix J: Filing Procedures). 
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SUMMARY OF RECOMMENDATIONS 
 
Job Analysis Information/Report (Uniform Guidelines 15C 3, SPB Rule 50 – Merit 
Selection Manual Section 2200, SPB Rule 250).   
 

 Job analysis information should be collected and properly documented for 
each exam that is administered.   

 

Job Analysis Methods (Uniform Guidelines 15C 3, SPB Rule 50 – Merit Selection 
Manual Section 2200, SPB Rule 250).   
 

 The job analysis study methodology should be properly documented and 
included in the job analysis report.  The job analysis report should be stored 
in the project file. 

 

Survey Administration: (Uniform Guidelines 14C 4 and 15C 3, SPB Rule 50 – Merit 
Selection Manual Section 2200).  
 

 Survey a representative sample of incumbents for all job analysis studies, in 
accordance with the sampling guidelines set forth in the SPB Selection 
Analyst Training Series: Job Analysis class.  A summary of appropriate 
sampling criteria in the job analysis training manual is presented in the table 
below. 

 
Number of Incumbents Job Analysis Questionnaire 

1 – 30 100% 

31 – 50 75% 

51 - 200 50% 

201 & over 25% - 50% 

 
 Utilize incumbents in the specific classification to evaluate the criticality of 

job analysis components.  The job analysis should not rely solely on data 
provided by individuals outside of the classification. 
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Job Analysis Rating Criteria: (Uniform Guidelines 14C 4 and 15C 3, SPB Rule 50 – 
Merit Selection Manual Section 2200).  
 

 When rating KSAPCs, assess their importance. SPB utilizes the following 
scales to assess the “importance” of each KSAPC and whether they are 
“expected at entry”. 

 

IMPORTANCE: How important is this KSAPC to successful job 
performance?  
0 = Does Not Apply 
1 = Moderately Important 
2 = Important 
3 = Very Important 
4 = Critical 

 
 

EXPECTED AT ENTRY:  When is a person expected to have 
this KSAPC?  Is it required before being hired or do they learn it 
on the job?   
0 = Not Needed 
1 = Needed 
2 = Essential 

 
 

RELATIONSHIP TO JOB PERFORMANCE:  Does possession 
of more of this KSAPC beyond minimum requirements lead to 
better job performance?  
0 = No Observable Relationship 
1 = Observable Relationship 

 
 
Data Analysis – Cutoff Scores: (Uniform Guidelines 14C 4 and 15C 3, SPB Rule 50 
– Merit Selection Manual Section 2200).  
 

 When determining essential job components for a classification, cutoff 
criteria should be set to correspond with “Important” for tasks, and 
“Important” and “Expected at Entry” for KSAPCS.  Document the cut-off 
methodology and provide an explanation of the analysis in the job analysis 
report. 
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Confidentiality of Exam Development Processes and Materials: (Government 
Code Section 8934, State Personnel Board Rule 50 – Merit Selection Manual Section 
2200, SPB Rule 250).  

 Maintain strict confidentiality of all exam-related materials and exam 
development processes by having a qualified exam analyst proctor all 
activities involving the use of SMEs.  Do not send confidential exam 
materials electronically, or release exam materials to SMEs outside of a 
controlled setting.   

 
 Ensure that all SMEs sign confidentiality agreements and that these 

agreements are stored in the exam file. 
 
Exam Item and KSAPC Linkages: (Uniform Guidelines 14C 4 and 15C 3, State 
Personnel Board Rule 50 – Merit Selection Manual section 2200, SPB Rule 250). 
 

 Document and report the relationship between all exam materials and a 
current job analysis.  Link each exam item directly to the important and 
required at entry KSAPCs listed in the final job analysis report.  Linking 
exam items to knowledge and ability statements posted on the exam bulletin 
is not sufficient to demonstrate evidence of job-relatedness. 

 
Examination Validation Documentation: (Uniform Guidelines 15C 3, State Personnel 
Board Rule 50 – Merit Selection Manual Section 2200, SPB Rule 250). 
 

 Develop and utilize consistent validation reporting methods to clearly 
document exam development and validation activities. Include all necessary 
information outlined in the Uniform Guidelines on Employee Selection 
Procedures and the SPB Rule 50 – Merit Selection Manual (See Appendix I: 
Validity Verification Checklist). 

 
Examination Processing and Administration: (Government Code Section 19052). 
 

 Consolidate all job analysis reports, exams, validation reports, and pertinent 
documentation in a systematic manner based upon classification.   

 
 Adopt and adhere to consistent filing procedures to ensure accessibility and 

that appropriate and necessary information is documented. 
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APPENDIX A:  Government Code, Sections 19052, 18930 & 18934 
 

I. 19052.  Whenever a vacancy in any position is to be filled and not by transfer, 
demotion, or reinstatement, the appointing power shall submit to the board, in 
accordance with board rules, a statement of the duties of the position, the 
necessary and desired qualifications of the person to be appointed, and a request 
that the names of persons eligible for appointment to the position be certified. 
When the appointing power establishes to the satisfaction of the board that the 
necessary qualifications for the vacant position include fluency in a language in 
addition to English only the names of persons possessing such fluency shall be 
certified. 

II. 18930.  Examinations for the establishment of eligible lists shall be competitive and 
of such character as fairly to test and determine the qualifications, fitness, and 
ability of competitors actually to perform the duties of the class of position for which 
they seek appointment. 

Examinations for managerial positions, except for career executive assignments as 
defined in Section 18547, peace officers defined in subdivision (a) of Section 830.2 
of the Penal Code, and managerial positions of the Department of Forestry and 
Fire Protection in the classes of State Forest Ranger IV and Assistant Deputy State 
Forester, shall be held on an open basis unless the appointing authority determines 
otherwise. "Managerial position" means those positions having the duties which are 
defined under "managerial employees" in subdivision (e) of Section 3513. When an 
open examination is administered for a noncareer executive assignment 
managerial position, the names of the applicants who pass the examination with a 
passing score shall be placed on one list and ranked in the relative order of the 
examination score received. 

Examinations may be assembled or unassembled, written or oral, or in the form of 
a demonstration of skill, or any combination of these; and any investigation of 
character, personality, education, and experience and any tests of intelligence, 
capacity, technical knowledge, manual skill, or physical fitness which the board 
deems are appropriate, may be employed. 

III. 18934.  Every applicant for examination shall file a formal signed application in the 
office of the board or a designated appointing power within a reasonable length of 
time before the date of examination. Blank application forms shall be furnished 
without charge to all persons requesting them. Such applications when filed and all 
other examination materials, including examination questions and booklets, are the 
property of the board and are confidential records open to inspection only if and as 
provided by board rule. The application form shall include a place for listing 
volunteer experience and such experience shall be considered if it is relevant to the 
position being applied for. Each form shall have prominently displayed on its face 
the fact that volunteer experience will be given consideration as qualifying 
experience for state employment. 
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The MOD conducted audits at DMH in April 2011 for the following classifications: 

 

 Classification 

1 Automotive Equipment Operator I 

2 Barbershop Manager 

3 Case Records Analyst 

4 Catholic Chaplin 

5 Chief Engineer 

6 Chief Physician and Surgeon 

7 Chief, Central Program Services 

8 Clinical Social Worker 

9 Cook Specialist I 

10 Correctional Case Records Analyst 

11 Fire Chief 

12 Fire Fighter 

13 Hospital Police Sergeant 

14 Materials and Stores Supervisor 

15 Patient Benefit Insurance Officer I 

16 Psychiatric Technician  

17 Supervising Rehabilitation Therapist  

 
 

APPENDIX B:  List of Job Analysis and Exam Projects Audited 
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Title 2. Administration 

Division 1. Administrative Personnel 
Chapter 1.  State Personnel Board 

Subchapter 1.  General Civil Service Regulations 
Article 3.5. Selection Standards 

 

§ 50. Merit Selection Manual. 
 

Each agency and department with delegated or decentralized selection responsibilities 
shall develop and maintain a selection program as specified in the State Personnel 
Board's Merit Selection Manual: Policy and Practices, dated October 2003, and in 
accordance with existing laws and rules. The State Personnel Board's Merit Selection 
Manual: Policy and Practices, dated October 2003, is hereby incorporated by 
reference in its entirety. 

   Note: Authority cited: Sections 18211 and 18701, Government Code. Reference: 
Article 7, Sections 1 and 3, California Constitution; and Sections 18213, 18500, 18900, 
18930, 18950 and 19050, Government Code.  
 

HISTORY 
    

1. New article 3.5 (section 50) and section filed 2-6-2003; operative 2-6-2003. 
Submitted to OAL for printing only pursuant to  
Government Code section18213 (Register 2003, No. 7). 
 
2. Amendment of Merit Selection Manual: Policy and Practices (incorporated by 
reference) and amendment of section and Note filed 5-17-2004; operative 5-17- 
2004. Submitted to OAL for printing only pursuant to  
Government Code sections 18211 and 18213 (Register 2004, No. 21). 
 
3. Amendment of Merit Selection Manual: Policy and Practices (incorporated by 
reference) and amendment of section and Note filed 5-17-2004; operative 5-17- 
2004. Submitted to OAL for printing only pursuant to  
Government Code sections 18211 and 18213 (Register 2004, No. 22). 
 
2 CCR s 50, 2 CA ADC s 50 
 
 

APPENDIX C: SPB Rule 50 & 250 
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TITLE 2. ADMINISTRATION 
DIVISION 1. ADMINISTRATIVE PERSONNEL 
CHAPTER 1. STATE PERSONNEL BOARD 

SUBCHAPTER 1. GENERAL CIVIL SERVICE REGULATIONS 
ARTICLE 10. APPOINTMENTS 

 

§ 250. Requirement That Selection Be Based on Merit and Fitness. 
 

(a) Appointments to positions in the State civil service made from eligible lists in a 
manner consistent with provisions of Sections 254, 254.1, and 254.2 as related to the 
certification of eligibles, by way of transfer, as defined in Government Code Section 
18525.3, or by way of reinstatement, as defined in Government Code Section 19140, 
shall be made on the basis of merit and fitness, defined exclusively as the 
consideration of each individual's job-related qualifications for a position, including 
his/her knowledge, skills, abilities, experience, education, training, physical and mental 
fitness, and any other personal characteristics relative to job requirements, as 
determined by candidate performance in selection procedures, including, but not 
limited to, hiring interviews, reference checks, background checks, and/or any other 
procedures, which assess job-related qualifications and are designed and 
administered to select those individuals who best meet the selection need. 
 
(b) Eligible lists shall be created on the basis of merit and fitness, and, as such, shall 
result from: recruitment strategies designed to be as broad and inclusive as necessary 
to best meet the selection need; and candidate performance in selection procedures 
that assess job-related qualifications, are competitive in nature, are designed and 
administered to fairly and objectively identify those candidates who meet the selection 
need, and result in the ranking of candidates based on their job-related qualifications. 
 
(c) Permanent status in permanent appointments to the civil service is achieved after 
completion of the required probationary period, the final phase of the selection 
process. Assessment of employee performance during the probationary period shall 
be made on the basis of merit and fitness, with regard to the individual's qualifications, 
including his/her knowledge, skills, abilities, experience, education, training, physical 
and mental fitness, and any other personal characteristics relative to job requirements, 
and his/her job-related performance. 
 
(d) All phases of the selection process, including recruitment and examining, eligible 
list creation, appointment, and completion of the civil service probationary period, shall 
provide for the fair and equitable treatment of applicants and employees on an equal 
opportunity basis without regard to political affiliation, race, color, ancestry, national 
origin, sex, sexual orientation, religion, disability, medical condition, age, or marital 
status. 
 
(e) Nothing herein shall be construed to relieve appointing powers from the obligation 
to reasonably accommodate individuals with disabilities as required under the 
Americans with Disabilities Act, the Fair Employment and Housing Act, and the Civil 
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Service Act. 
 
(f) Nothing herein shall be construed so as to contravene the intent and purpose of 
Article VII, Section 6, of the California Constitution, which provides for the granting of 
preferences in state civil service to veterans and their surviving spouses. 
 
(g) Intra-departmental job assignment transfers within the same job classification, such 
as assignments to different work shifts or work locations, or time base changes 
pursuant to Section 277 do not constitute appointments for purposes of this regulation. 

 

Note: Authority cited: Sections 18211 and 18701, Government Code. Reference: 
Article VII, Sections 1 and 6, California Constitution; Sections 18213, 18500, 18525.3, 
18900, 18930, 18950, 18951, 18971-18979, 19050, 19052, 19140, 19171, 19173 and 
19702.2, Government Code. 

HISTORY 

1. New section filed 5-17-2004; operative 5-17-2004. Submitted to OAL for 
printing only pursuant to Government Code sections 18211 and 18213  
(Register 2004, No. 21). 
 
 
 
 
 



Job Analysis and Examination Processes Audit Report 
Department of Mental Health 

23 

 

 

The following excerpt is from a summary of the Uniform Guidelines on Employee 
Selection Procedures (Uniform Guidelines) prepared by the State Personnel Board’s 
Test Validation and Construction Program. The Uniform Guidelines, in its entirety, is 
available for review at www.uniformguidelines.com. 

 
Introduction 
 

This summary of the Uniform Guidelines for Employee Selection Procedures is 
intended to provide a brief overview of the provisions contained in the Uniform 
Guidelines. This summary should be used in conjunction with the full text of the 
Uniform Guidelines to address specific selection-related queries.  
 

History of the Uniform Guidelines on Employee Selection 
Procedures 
 

The Civil Rights Act of 1964 established that employment decisions based on race, 
color, religion, sex, or national origin are discriminatory and illegal. In 1978, the U.S. 
Civil Service Commission, the Department of Labor, the Department of Justice, and 
the Equal Employment Opportunity Commission jointly adopted the Uniform 
Guidelines on Employee Selection Procedures to establish uniform standards for 
employers for the use of selection procedures and to address adverse impact, 
validation, and record-keeping requirements. The Uniform Guidelines document a 
uniform federal position in the area of prohibiting discrimination in employment 
practices on the basis of race, color, religion, sex, or national origin. The Uniform 
Guidelines outline the requirements necessary for employers to legally defend 
employment decisions based upon overall selection processes and specific selection 
procedures. 
 
The Uniform Guidelines are not in and of themselves legislation or law; however, 
through their reference in a number of judicial decisions, they have been identified by 
the courts as a source of technical information and have been given deference in 
litigation concerning employment issues. 
 
In addition to the Uniform Guidelines themselves, a separate document entitled 
Questions and Answers on the Uniform Guidelines on Employee Selection 
Procedures was released in 1979 to provide further clarification and a common 
interpretation of the Uniform Guidelines 
 
 
 

APPENDIX D: SPB Summary of Uniform Guidelines 

http://www.uniformguidelines.com/
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APPENDIX E:   Chief Engineer, December 2007 KSA Rating Scale 



Job Analysis and Examination Processes Audit Report 
Department of Mental Health 

25 

 

 

 
 

 

APPENDIX F:  Exam Correspondence Examples 
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APPENDIX G:  Barbershop Manager December 2010 
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APPENDIX H: Examination Methodology 
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Checklist for Validity Verification of 
Content Validation Study 

To Determine 
Adequacy of Documentation* 

 
1. User(s), location(s) and date(s) of study 

Dates and location(s) of the job analysis should be shown (Essential). 
 
2. Problem and Setting 

An explicit definition of the purpose(s) of the study and the circumstances in 
which the study was conducted should be provided.  A description of existing 
selection procedures and cutoff scores, if any, should be provided. 

 
3. Job Analysis - Content of the job 

(A) A description of the method used to analyze the job should be provided 
(Essential). 

(B) The work behavior(s), the associated tasks, and if the behavior results in a 
work product, the work products should be completely described 
(Essential).  

(C) Measures of criticality and/or importance of this work behavior(s) and the 
method of determining these measures should be provided (Essential). 

(D) Where the job analysis also identified the knowledges, skills, and abilities 
used in work behavior(s), an operational definition for each knowledge in 
terms of a body of learned information and for each skill and ability in 
terms of observable behaviors and outcomes should be provided 
(Essential). 

(E) The relationship between each knowledge, skill, or ability and each work 
behavior as well as the method used to determine this relationship should 
be provided (Essential). 

(F) The work situation should be described, including the setting in which 
work behavior(s) are performed, and where appropriate, the manner in 
which knowledges, skills, or abilities are used, and the complexity and 
difficulty of the knowledge, skill, or ability as used in the work behavior(s). 

 
4. Selection procedure and its content 

(A) Selection procedures, including those constructed by or for the user, 
specific training requirements, composites of selection procedures, and 
any other procedure supported by content validity should be completely 
and explicitly described or attached (Essential). 

(B) If commercially available selection procedures are used, they should be 
described by title, form and publisher (Essential). 

(C) The behaviors measured or sampled by the selection procedure should be 
explicitly described (Essential). 

APPENDIX I:  Validity Verification Checklist 
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(D) Where the selection procedure purports to measure a knowledge, skill, or 
ability, evidence that the selection procedures and is a representative 
sample of the knowledge, skill, or ability should be provided (Essential). 

(E) A requirement for or evaluation of specific prior training or experience 
based on content validity, including a specification of level or amount of 
training or experience should be justified on the basis of the relationship 
between the content of the training or experience and the content of the 
job for which the training or experience is to be required or evaluated.  The 
critical consideration is the resemblance between the specific behaviors, 
products, knowledges, skills, or abilities required on the job, whether or 
not there is close resemblance between the experience or training as a 
whole and the job as a whole.   

 
5. Relationship Between the Selection Procedure and the Job 

(A) The evidence demonstrating that the selection procedure is a 
representative work sample, a representative sample of the work 
behavior(s), or a representative sample of a knowledge, skill, or ability as 
used as a part of a work behavior and necessary for that behavior should 
be provided (Essential). 

(B) The user should identify the work behavior(s) which each item or part of 
the selection process is intended to sample or measure (Essential). 

(C) Where the selection procedure purports to sample a work behavior or to 
provide a sample of a work product, a comparison should be provided of 
the manner, setting, and the level of complexity of the selection procedure 
with those of the work situation (Essential). 

(D) If any steps were taken to reduce adverse impact on a race, sex, or ethnic 
group in the context of the procedure or in its administration, these steps 
should be described. 

(E) Establishment of time limits, if any, and how these limits are related to the 
speed with which duties must be performed on the job, should be 
explained. 

(F) Measures of central tendency (e.g., means) and measures of dispersion 
(e.g., standard deviations) and estimates of reliability should be reported 
for all selection procedures if available.  Such reports should be made for 
relevant race, sex, and ethnic subgroups, at least on a statistically reliable 
sample basis. 

 
6. Alternative Procedures Investigated 

(A) The alternative selection procedures investigated and available evidence 
of their impact should be identified (Essential).   

(B) The scope, method, and findings of the investigation, and the conclusions 
reached in light of the findings, should be fully described (Essential). 

 
7. Users and Applications 

(A) The methods considered for use of the selection procedure (e.g., as a 
screening device with cutoff score, for grouping or ranking, or combined 



Job Analysis and Exam Processes Audit Report 
Department of Mental Health 

 41 

with other procedures in a battery) and available evidence of their impact 
should be described (Essential). 

(B) This description should include rationale for choosing the method for 
operational use, and the evidence of the validity and utility of the 
procedure as it is to be used (Essential).   

(C) The purpose for which the procedure is to be used (e.g., hiring, transfer, 
promotion) should be described (Essential).  

(D) If the selection procedure is used with a cutoff score, the user should 
describe the way in which normal expectations of proficiency within the 
work force were determined and the way in which the cutoff score was 
determined (Essential). 

(E) In addition, if the selection procedure is to be used for ranking, the user 
should specify the evidence showing that a higher score on the selection 
procedure is likely to result in better job performance. 

 
8. Contact Person 

The name, mailing address, and telephone number of the person who may be 
contacted for further information about the validity study should be provided 
(Essential). 

 
9. Accuracy and Completeness 

The report should describe the steps taken to assure the accuracy and 
completeness of the collection, analysis, and report of data and results.  
 

* Uniform Guidelines on Employee Selection Procedures (8/25/78) Requirements for 
Documentation of Content Validity 
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Documents to Possess 
 

 Job analysis questionnaire, interview form 
 Job analysis results 

 List of essential tasks 
 List of essential KSAPCs 
 Working condition data 
 Other characteristics – personality, temperament, motivation 
 Education/Training requirements 
 Task/KSA linkage 

 
 

                                                     Confidential 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 Readability analysis 
 SME & management 

participants 
 Pass point setting 

methodology & related 
documentation (MAC forms) 

 Validation Report 
 Exam plan 
 Keyed and unkeyed exam(s) 
 Scoring methodology 
 Item/KSA linkage 
 Pretesting materials (results) 



Job Analysis and Exam Processes Audit Report 
Department of Mental Health 

43 

 

 

 

 
CIVIL SERVICE EXAMINATIONS 

 
 

 Label the tab on the folder with the following information: 
 

 Class title* (exam base) 
 Final filing date 
 Contents 
 Purge date 

 
 See sample below: 

Class  Title:     Office Technician (Open) 
FFD:               12/09/06 
Contents:        Applications 
Purge:            12/09/08 

 
*Series exam:  Label should show all class titles 
 
On the front side of the folder, attach the appropriate folder label indicating the contents.   
 
See sample below. 
 

  Class  Title: Office Technician (Open) 
FFD:               12/09/06 
Contents:        Applications 

   Purge:            12/09/08 

Exam History 
- Exam Control 
- Bulletin 
- 511B 

 
Series exam:  Combine contents where appropriate 
 
These folders should be filed in an expandable hanging folder (one expandable hanging 
folder per examination).  The expandable hanging folder will have a plastic tab and label 
containing the same information as the file tab. 
 

ALL EXAM FOLDERS WILL HAVE A HISTORY AND APPLICATION FILE 
 
The remaining folders will be dependent on the type of exam plan you have.  Please note that 
not every exam will have all of the items listed under each type of folder.  Check off the items 
that are applicable to your exam on the label.  If an exam is very small, all items can be 
combined in one folder; however, all pertinent labels identifying the contents should be 
affixed to the front of the folder. 

APPENDIX J:  Filing Procedures 
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IDENTIFYING CIVIL SERVICE EXAMINATION MATERIAL 

 
The following is a list of the various exam folders you will need to create. 
 
Exam Folders (Regular Civil Service Exams) 
 

EXAM HISTORY FOLDER – REGULAR CIVIL SERVICE (FOLDER #1) 
 Original of COMPLETED Exam Control printout 
 Bulletin & Riders 
 Salary Verification 
 Exam Bulletin Distribution Form  
 511B 
 Class Specification 
 Exam Assessment 
 Original of Information List 
 Original of Bottom Line Hiring Report 
 Scoring Update Report RW (for each exam phase) 
 Scoring Results list for Each Exam Phase (S1 & S4) 
 Final Results List (S8) 
 Veteran’s/Career Credits List  
 Completed Exam/Test Appeals Report 
 PURGE DATE (Keep five years or one administration, whichever is longer) 

 
 

APPLICATIONS FOLDER – REG. CIVIL SVC (FOLDER #2) 
 Applications – Accepted 

 Applications 
 List of Competitors 

 Applications – Rejected 
 Applications 
 List of Rejects 

 PURGE DATE (Keep at least two years in case of an appeal) 

 
Separate folders should be set up for accepted, rejected and 
DQ/DNA’s/Withdraws/Applications, unless the exam is small and the applications can 
fit in one folder. 

 
The applications should be filed as follows: 

o In alphabetical order clipped together by group (e.g., accepted, rejected). 
o Applications should be detailed (MQ’d) and correctly coded (or scored if T&E). 
o Copy of the on-line exam report attached to the front of applications (e.g., P1, 

S2). 
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NOTE:  If an applicant requested Reasonable Accommodation and completed a 
Disability Questionnaire (SPB-351), do not store this form in the exam file.  These 
forms must be set up in a separate medical file.   

 

QAP MATERIAL (FOLDER #3) 
 Interview Rating Sheets 
 Tape Logs 
 Interview Schedule  
 Master Alpha listing of candidates 
 Scoring Conversion Forms 
 DQ Sheets 
 Panel Orientation/Test Information 
 Panel Information for Candidates 
 Panel Orientation Information 
 Confidentiality Statements from Candidates 
 Chairperson/SSR Evaluations 
 Chairperson Report (SPB 295A) 
 PURGE DATE (Keep as long as the life of the list plus one year or until a new exam is  

administered. If there are appeals, keep files until one year after SPB decision is made) 

 
CORRESPONDENCE (FOLDER #4) 

 Correspondence/e-mails to/from SPB 
 Copies of letters sent to applicants other than the computer generated notices 
 Written protests/resolutions 
 Any miscellaneous written correspondence 
 Address changes completed by applicants 
 Location Preference Forms (631) completed by applicants  
 PURGE DATE (Keep as long as the life of the list plus one year or until a new exam is administered. If there are appeals, keep 

files until one year after SPB decision is made) 
 

PERFORMANCE INFORMATION (FOLDER #5) 
 Exam Review 
 Exam Instructions 
 Rating Sheets 
 Item Analysis 
 Candidate Sign-in Sheets 
 Candidate Confidentiality Statements 
 Tape Log 
 Rating Sheets 
 Performance Notes 
 PURGE DATE (Keep until next administration of exam) 

 
WRITTEN TEST INFORMATION (FOLDER #6) 

 SPB Test Material (green) 
 Exam Front cover sheet w/written pattern code information 
 Confidentiality statements (candidates) 
 Notice to appear (candidates) 
 Check in List (used at test site to check in candidates) 
 PURGE DATE (Keep until next administration of exam) 

 
T&E INFORMATION (FOLDER #7) 

 T&E Rating Criteria (signed & dated) 
 Security Form signed by SME who assisted with app review 
 PURGE DATE (Keep until next administration of exam)
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CEA EXAMINATIONS 

 
When preparing exam folders use 1/3-cut letter size manila folders (the folder should be new 
or in good shape.).  
 

 Label the tab on the folder with the following information: 
 

 CEA/CMA/CSA 
 Office/Branch 
 Final Filing Date 
 Working Title of the Position 

 
See sample below: 
 

CEA IV         EIT      FFD:  7/1/01 
CIO                             
Sacramento 

 
On the front side of the folder, attach the appropriate folder label indicating the contents.   
 
See sample below. 
 
 

  CEA IV    EIT      FFD:  7/1/01 
CIO                         
Sacramento 

Exam History 
- Bulletin 
- KPD 
- etc. 

 
 
These folders should be filed in an expandable hanging folder (one expandable hanging 
folder per examination).  The expandable hanging folder will have a plastic tab and label 
containing the same information as the file tab. 
 

ALL EXAM FOLDERS WILL HAVE A HISTORY AND APPLICATION FILE 
 
The remaining folders will be dependent on the type of exam plan you have.  Please note that 
not every exam will have all of the items listed under each type of folder.  Check off the items 
that are applicable to your exam on the label.  If an exam is very small, all items can be 
combined in one folder; however, all pertinent labels identifying the contents should be 
affixed to the front of the folder. 
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IDENTIFYING CEA EXAMINATION MATERIAL 
 

The following is a list of the various exam folders you will need to create: 
 
Exam Folders (CEA) 
 
EXAM HISTORY – (CEA) (FOLDER #1) 
    Bulletin (and Riders, if applicable) 
    Salary Verification 
    Exam Bulletin Distribution Form(s) 
    VPOS Form 
    Key Position Description 
    Duty Statement  
    Exam Assessment 
    Original of Eligible List 

 

 
APPLICATIONS – (CEA) (FOLDER #2) 

 Applications – Accepted 
 Applications 
 List of Competitors 

 Applications – Rejected 
 Applications 
 List of Rejects 

 Attach Each Candidates letter (Results, Thank You for Applying) to front of application  
 

A set of separate folders should be set up for accepted and rejected applications, unless the 
exam is small and all the applications can fit in one folder. 
 
The applications should be filed as follows: 
 

 In alphabetical order clipped together by group (i.e. accepted, rejected etc.) 

 Applications should be detailed (MQ’d). 

 Copy of each candidate’s letter (e.g., Final Results, Thank You for Applying) to the 
front of the application. 
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NOTE:  If an applicant requested Reasonable Accommodation and completed a 
Disability Questionnaire (SPB-351), do not store this form in the exam file.  These 
forms must be set up in a separate medical file.   
 

APPLICATION REVIEW (FOLDER #3) 
 Application Screening Rating Sheets (Check-off type) 
 Application Review Rating Criteria Forms (Scored) 

      Scoring Summary (Rating Sheet) 
      Scoring Conversion Forms 
      Signed Consultant Security Form (green) - if no QAP 

 
CORRESPONDENCE (CEA) (FOLDER #4) 

 Correspondence/e-mails to/from SPB 
 Copies of letters sent to applicants other than results or thank-you for applying letters 
 Written protests/resolutions 
 Any miscellaneous written correspondence 

 
QAP MATERIAL- (CEA) (FOLDER #5) 

 Scoring Summary Sheet (QAP Rating Sheet) 
 Interview Schedule (CEA/CMA/CSA) 
 Scoring Conversion Forms 
 Panel Information for Candidates (list of who is on the panel) 
 Panel Orientation Information 
 Confidentiality Statements from Candidates 
 Chairperson/SSR Evaluations 

 Chairperson Report (SPB 295A) 
 PURGE DATE (Per SPB Rule 548.40, all CEA exam files must be maintained for 3 years) 
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PREPARING EXAMINATION KEY FOLDERS 

 
All confidential test material must be filed in Key folders.  
 
Use the following guidelines: 
 

 Use 9x12 size envelopes 

 Use standard size mailing label 

 Label the envelope in the upper right hand with the following information: 
 Class Title 
 Type of Test Material (i.e. interview questions, written exercise) 
 Test Dates 
 Final Filing Date (the final filing date will allow us to tie the test material to the 

history file). 
 
See sample below: 
 

Staff Services Manager I 
Interview Questions 

09/28/04 – 09/30/04 
FFD:  08/01/04 
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IDENTIFYING KEY FOLDER MATERIAL 

 
The following is a list of the various types of exams and the items that belong in the key 
folders.  There is no need to duplicate items from the Exam Folders for the Key Folders and 
vice versa. 
 
Written Tests 

 Key copy of test booklet (answers marked) 

 Master of test booklet (for copying) 

 Answer sheet key (card stock with holes punched) 

 Answer sheet (answers marked with red pen) 

 Item Analysis 

 Raw Score Tab 

 Copy of cover of test booklet 

 Consultant Item forms 

 Signed consultant security forms (green) 

 Proctor’s Instructions 

 Proctor’s report(s) 

 Study Guide 

 PURGE DATE:  Keep indefinitely 
 
Interview Questions (QAP) 

 Original and one copy of questions 

 Master of package given to candidates (prep or other) 

 Signed consultant security forms (green) 

 PURGE DATE:  Keep indefinitely 
 
Performance Test 

 Master of performance test 

 Scoring criteria/rating scale 

 Proctor’s Instructions 

 Master of candidate scoring sheet 

 Signed consultant security forms (green) 

 PURGE DATE: Keep indefinitely 

 
T&E EXAM INFORMATION 

 Master of T&E exam package 

 Scoring criteria/guides 

 Signed consultant security forms (green) 

 PURGE DATE: Keep indefinitely 
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MAINTAINING ADDITIONAL EXAMINATION MATERIAL 
 
Extra Test Booklets:  

 Store booklets in boxes 

 Label boxes with class title and contents 

 Put note in Key folder regarding location of extra test booklets 

 Save until test booklet is revised 
 
Candidate Test Material 
Candidate test material such as answer sheets, plans or schematic drawings, structured 
interview packages, supplemental applications should be filed as follows: 
 

 Place exam material in envelope 

 Label upper right hand corner of envelope. 
 Class title 
 Test date 
 Contents 
 Purge date 

 
Panel Member Notes/Packages:    

 Place examination material in envelope 

 Label upper right hand corner of envelope 
 Class title 
 Interview date(s) 
 Contents 

 PURGE DATE:  Keep as long as the life of the list plus one year or until a new exam is administered. If 

there are appeals, keep files until one year after SPB decision is made. 

 
Interview Tapes 

 Label tapes 
 Class title 
 Interview date 
 Candidate’s name 

 File in numerical order 

 Band tapes together 

 PURGE DATE*: Two years after list date 
 

 
*After purge date, erase and discard unless an appeal is in progress.  Tapes may be 
reused one time only. 

 
CLOSING EXAMINATION FILES 

 
Exam files should be completed and filed within 30 days after the exam is completed.  


